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Requesting Agency 

iNTGOMERY COUNTY DEPARTMENT OF FINANCE 
2. Division or Bureau of Requesting 'Agency 

DIRECTOR'S OFFICE - PAYROLL SECTION 
3. Authorization Requested (Check only one of the squares below). 

•
Dispose of present accumulation. No 
additional accumulation is antici

pated. Records have ceosed to have value 
to warrant retention.-

B E Establish retention schedule for re
cords for which there is a continuing 

accumulation. The records will cease to 
have value to warrant their retention after 
the period of time indicated. 

•
Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4. 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet ) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

1. 

2. 

WITHHOLDING STATEMENT (U.S. INTERNAL REVENUE SERVICE FORM fr-2 
This Federal Withholding Tax Form W-2 O-3/U" x 8") is prepared In 
quintuplicate by the County. The copies are distributed as followsj 

Original (Employee*a Copy) Goes to the employee who attaches 
it to his Federal Income Tax Form for use of the 
Bureau of Internal Revenue. 

1st Copy (Original Employer's Report) This copy is retained 
in employer's file. (Subject of this schedule item.) 

2nd Copy (Director's Copy) This copy is forwarded to the U. S. 
Director of Internal Revenue. 

> 3rd Copy (Employee*s Copy) This1 copy goes to the employee who 
attaches it to his State of Maryland Income Tax Return^ 

. Uth Copy (Employee's Copy) This copy goes to the employee and 
ie retained by him. 

It has been found that the copy retained by the Department (1st Copy) 
has been useful in answering inquiries for a period of ten years* 
The forms are '•candied by year and alphabetically therein and occupy 
about 1 cubic for the period 19b3 to date. The annual rate of ac
cumulation is 6 linear inches. 

RECOMMENDATIONt RETAIN FDR TEN YEARS AND THEN DESTROY. 

EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE (U.S. INTERNAL REVENUE 
SERVICE FORgt W-jj) 
This Federal form (h* x 6") card is filled In and certified as to 
correctness by the employee making the withholding granption nlaim. 

7. Agency, Division or Bureau Representative 

A P R 6 1954 
Date 

^^hedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of 
^Beards Commission. 

< 

Public Works. 

A P R 1 3 1354 jM)?K_^jgU^^L-^^ 
Date , Archivist V*V D a t e ^ ^ s r^^V^^ Secretary 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

3. 

The card must be retained as long as the individual remains in the 
County, service for the purpose of withholding the income tax deduc
tion from his salary. IThen a card is replaced by a new card chang
ing the number of exemptions, the old card is placed in an inactive 
portion of the file* - Cards of former employees are also placed in 
the inactive file* : The cards are filed alphabetically and occupy 1 
double drawer (1/2 cubic foot) for the period 19U3 to date. About 
one-half of the total accumulation is inactive. The annual rate of 
accumulation is very .small. \ .- -

RECOMMENDATIONi RETAIN IH ACTIVE FILE WHILE CURRENT AND IN INACTIVE 
FILE FOR THREE TEARS AFTER EMPLOYEE LEAVES COUNT! SERVICE OR CARD 
IS REPLACED BY NEW CARD AND THEN DESTROY.'' ; -. 

PERSONNEL FOLDERS 
Individual folders for each employee is maintained and contains the 
following ltemst „ 

Form No. 

ERS-2 (81" x U " ) Employee's Retirement System Enroll-
. merit. (Carbon copy of Enrollment form on file at 
{the Employee*s Retirement System. Baltimore.) 

u. 

CPB-2 - (81" x 31«) Personnel Action Notification. 

CPB-03 (8|* x U H ) Appointment Notice. 

No Number (8|N x 11*) Changes in Pay Status. 

No. Number (6%" x 11") Occasional correspondence. 

hfost of these forms originate In and are duplicates of records main-
[tained by the County Personnel Office* The information derived from 
these records is used primarily for the preparation of the payroll 
ind is required for audit.' The folders.are arranged alphabetically 
3y name of employee and occupy 3 drawers (b& cubic feet) for the 
>erlod September 1952 (when the file was first established) to date* 
Che annual rate of accumulation is less than 1 linear foot* 

IECOHHENDATION*RETAIN FOR THREE YEARS AFTER SEPARATION OF EMPLOYEE 
iROlf COUNTY SERVICE OR UNTIL AUDITED, WHICHEVER IS LATER, AND THEN 
JESTROY. 

PAYROLL TOTALS " 
rhis Q8|" x 1U") unnumbered form is prepared monthly and shows the 
jtotal pay for each department for that month. The same information 
LB retained by the Accounting Division in the permanent books of 
account. * This form is used for audit purposes and far reference* 
Et is filed chronologically and occupies 1/2 cubic foot for the 
>eriod 19U8 to date* The annual ra^e of accumulation is very small* 
RECOMMENDATION I RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

IS UTER, AND THEN DESTROY. 

LEAVE RECORDS .. '" :: '•' " ' 
This. 5" x O H card form (CSC-tfOA) indicates by months the amount and 
type of leave taken by the individual whose name appears on the card]. 
It is a two-sided form, each side holding one year's leave record.. 
When filled at the end.of the second year the card is placed in an ̂  
inactive file. The cards are filed alphabetically by. name of em- . 
ployee (cards for the Police Department employees are maintained 
separately)* They have accumulated 1 linear foot (l/2 cubic foot) 
since 19U9*. The annual rate of accumulation is very small. 

RECOMMENDATION t , RETAIN FOR THREE YEARS AFTER DATE OF IAST ENTRY 
AND THEN DESTROY., 

APPLICATION FOR LEAVE " 
this file consists of Form CSC-8 (8|* x U " ) , Application For Leave. 
It is prepared by the employee and indicates the type of leave. In 
cases of illness requiring a physician's certification, the certi
fication is made on this form. The material is filed by Department 
and chronologically therein. It occupies 3 linear feet ( 2 cubic 
feet) for the years X9h& to date. The annual rate of accumulation 
is 1/2 linear foot. Approximately 1 cubic foot of material will 
be destroyed upon approval of this schedule. 

RECOMMENDATION t RETAIN FOR THREE YEARS AND THEN DESTROY. 

PAYROLL VOUCHERS ~ 
The unnumbered Payroll Voucher Form (11" x 1$*) is prepared on IBM 
equipment for each pay period. There are nine entries per page, 
each indicating the Department number, employee's number and name* 
tax class, retirement number and all pay deductions. The voucher 
is approved and signed by the head of the operating department as •• 
authority to make the payment from County funds and should be re
tained as the permanent record for the authorization. The vouchers 
are maintained in post-binders by year. Within the binder, they 
are filed by month, department number and employee number* Since 
19U8. Payroll Vouchers have accumulated 3| linear feet (U cubic 
feet)* The present annual rate of accumulation is a little more 
than 1 cubic foot per year. An index to the Payroll Vouchers is 
in the process of being prepared (March 195U) • 

RECOMMENDATIONi RETAIN FOR vStXlYEARS AND TH£N DESTROY. 

O R M * H R - R M 1A 

Hall,of Record* 
CoRiminion 
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1. Requesting Agency 
MONTGOMERY COUNT! DEPARTMENT OF FINANCE 

2 . Division or Bureau of Requesting Agency 
DIRECTOR'S OFFICE - PAYROLL SECTIOII 

'3 
Item 
No. 

h* ' Description of Records 

PAYROLL TPUOHERa ' V 

A new form to be put into use beginning July 1, 195a vill show the 
individuals monthly earnings for each year; The information shown 
on the 5& x 10 card will be employees name.' check number. Department, 
all deductions (retirement, withholding tax, insurance, miscellaneous), 
gross pay and zifrt pay* The cards will be posted monthly by IBM equipment 
from the same XEBt payroll' deck frost which the payroll voucher is also 
prepared* These cards will be retained for $ years after the employee 
leaves the County service. 


